2004 -2005 Year End Report

Online Training Workshops
May 4 and May 10, 2005



Questions

» E-malil
MDE-YER@michigan.gov during or
after the telecast

» Phone

Direct questions after the
telecast to:

(517) 373-8642




Training Materials

= WWW.Mmichigan.gov/mde
s Click on “Programs and Offices”

s Click on “Grants Coordination &
School Support”

s Click on “What’s New”




Agenda

» How to Access the Year End Report

= How to Enter the Year End Report
Online

s How to Submit and Certify the Year
End Report

= How to submit cost percentage data
and documentation explaining
significant cost changes



Regquirements to Use the
Online Year End Report

= A computer with an Internet
connection

= A web browser

=  Microsoft Internet Explorer and
Netscape versions 4.0 (or
higher)

» Microsoft Internet Explorer
version 6.0 is the
recommended browser for
using YER

= You can download the latest
version of Microsoft IE or
Netscape by going to:

http://home.netscape.com/download/

http://www.microsoft.com/windows.ie/d
efault.asp

= A completed School Meals Program
Security Access Form
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Accessing the Online

Year End Report
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Accessing the Online
Year End Report

O-0 NG PHOREB-UB

SCHOOL MEALS PROGRAM YEAR END REPORT

iy - 7 x
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IMPORTANT

Prior to entering data on the Year End Report all claims
for School Year 2004 /05 must be submitted and
processed for payment. If you have received payment
for all of these claims proceed to the Login. If not,
please submit any 2004705 claims including the June or
May/June combined claim before completing the report.

= Use your MEIS
User ID and
Password to
login to Year
End Report
Program

It is recommended this application be viewed with Microsoft Internet Explorer 4.0 or greater. Netscape
users may have difficulty viewing some portions.

@j Done i Internet



Main Page

s Access the Cost Allocation 0 -0 HEAG,keREE U3 i

BECHOOL MEALS PROGRAM YEAR END REPORT

Percentage Table e | bt |t g

MAIN PAGE

m Access the Cost Allocation
Sheet

s Access the Revenue and
Balance Sheet

m Meal Cost Difference
Justification

n Certify the Year End Report

@ Done  Intemet



Cost Allocation Percentage
Table- Points to Know

-0 HRAGLYOREB-LD -
[ | Pe rce ntage data BCHOOL MEALS PROGRAM YEAR END REPORT !

Main Page Logout
t d t t 2 COST ALLOCATION PERCENTAGE TABLE
e I I e re O WO uuuuuuu : CALUMET PUBLIC SCHOOLS {31030 ) School Year: 2004 / 2005

= Use the tab key
= Work in Progress
m Error messages
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Entering Percentage Data

s Cost Allocation
Worksheet

s Columns D-I or D-J

= Lines must equal
100%

Q- O RRAG PO a-UJB U

BCHOOL MEALS PROGRAM YEAR END REPORT

alp | Main Page | Logout

COST ALLOCATION PERCENTAGE TABLE
Sponsor: CALUMET PUBLIC SCHOOLS (31030 )

School Year: 2004 / 2005

Cost Categories

Percentage data in
Columns D- J will be
used to allocate cost

from Column € into

Columns D- 1 of the

Total Cost Allocation Percentage

School Afterschoal Catering & Fruit &
Breakfast Ala Carte Dther Vegetable
$nack Program 5
Program Functions Program

School Lunch | Special bilk

Program Program

— 0 W u

@ Dare D Internet



Cost Allocation Sheet-

Use whole numbers
only

Use the tab key
Work in Progress
Read Only Cells
Error messages

Points to Know

s ~ » T My - 87X
C-0 HRAG PHOREB-JSR "
BCHOOL MEALS PROGRAM YEAR END REPORT

Main Page | Logout

COST ALLOCATION SHEET
Sponsor: CALUMET PUBLIC SCHOOLS {31030 ) School Year: 2004 / 2005

|

Indirect Cost Rate:
Total Cost Allocation

Catering & Fruit &
AlaCarte | Other [Vegetable
Functions | Pragram

Total Cost

paid From | Paid From | 12t Totals from Colum
will be

Food Other
Service Funds

school |Afterschooll
Breakfast | Snack
Pragram | Program

L Special Milk
automatically allocated| _“"C Program

into Columns D -3 | Frogram

—

**# % Click Save button after entering or amending report data  * * * Save

Continue

) Internet



Entering Cost Data

Q-0 MNAG® PR R-JSB -5
BCHOOL MEALS PROGRAM YEAR END REPORT
- - Main Page | Logout
s Unrestricted Indirect

Sponsor: CALUMET PUBLIC SCHOOLS (31030 ) School Year: 2004 f 2005

Cost Rate
» Columns A and B
m ColumnsD-lorD-J
= SumoflLinesl-5
m Line 6
= SumofLines7-10

 Line 11, Reimbursable
Meals

m Line 12, Per Meal Cost

Indirect Cost Rate: EI
ocation




evenue and Balance Sheet-
oints to Know

-0 HRAGLYOREB-LD
. U S e Wh O I e SCHOOL MEALS PROGRAM YEAR END REPORT

Help | Main Page | Logaut

REVENUE AND BALANCE SHEET

I I u I I I b e rS O I I I y Sponsor:CALUMET PUBLIC SCHOOLS (31030) School Year: 2004/ 2005
(Report Whole Dollars Only)
l | | I | I 1. BEGINNING BALANCE (balance from last year's audit report)

= Work In
Progress

= Read Only cells
m Error Messages

14, Ending Balance(line 10 minu

*## 4  Click Save button after entering or amending report data * * * *
Save

@ Dare D Internet




Revenue and Balance
Sheet

n B e g i nn i N g B a.l ance SCHOOL MEALS PROGRAM YEAR END REPORT

Help | Main Page | Logout

. S C h 0 O I M e a I S REVENUE AND BALANCE SHEET

Sponsor:CALUMET PUBLIC SCHOOLS (31030) School Year: 2004/ 2005

Program Revenue
= A la carte Revenue |
= Catering Revenue
s Federal Revenue

» Breakfast
Reconciliation
Payment

m State Revenue

14. Ending Balance(line 10 minus lin

*# 4 #  Click Save button after entering or amending report data * * * ¥
Gave

&] Dare D Internst




Revenue and Balance
Sheet

Q-0 NG AR ZEE-JB
B F u n d SCHOOL MEALS PROGRAM YEAR END REPORT

Help | Main Page | Legout

REVENUE AND BALANCE SHEET

- - -
M O d I I I C at I 0 I I S Sponsor:CALUMET PUBLIC SCHODLS (31030) School Year: 2004/ 2005

(Report Whole Dollars Only)
M i 1

s EXpenses
x Capital Outlay
» Ending Balance

14. Ending Balance(line 10 mi

** 4 % Click Save button after entering or amending report data * ** *
Save

a Done ) Internet




Meal Cost Difference
Justification

-0 WNRAG PROREB-UB W
u Per Meal COSt SCHOOL MEALSPROGAMYEARENDREPORT

elp | Reports | AddUser | UserManagement | Logout

= Compared to SY o

1 S 31030 | YT R July 1, 2004 - June 30, 2005
2 O O 3 = O Y e a r ([0 Fruitegetable v Set Type
Fruit & Yegetable Revenue: _

E I l d I a e p O rt CALUMET PUBLIC SCHOOLS (31030 ) Final Due Date: July 31, 2005

m Enter
INformation in
screen

s Click on “Save”

Meal Cost Difference Justification:

Message(s):

he per meal cost for lunch andfor breakfast has significantly changed when compared to your school's
‘Year End Report from SY 2003-04. Please recheck the costs you have allocated to each program to
ensure that the report you have submitted is correct. If you have rechecked your costs and the report
being submitted is correct, please enter detailed information explaining why your costs have
significantly changed.

a D Intermet



ertifying the Year End
Report

0-0 ARG PYO LB 0B per
ECHOOL MEALS PROGRAM YEAR END REPORT

Reports | Add User | UserManagement | Logout

MAIN PAGE

Ret to Main
Sponsor ; EUEY PRWARRIN |y 1, 2004 - June 30, 2005

i FutVegetable v SetType

I a g e Fruit & Yegetable Revenue: _ Sl

CALUMET PUBLIC SCHOOLS (31030 ) Final Due Date: July 31, 2005

a Click on “Certify”

Meal Cost Difference Justification:

Per meal cost has significantly changed from per wesl cost reported
on the Year End Report from 3Y 2003-04. Enter detailed information
explaining why these costs have significantly changed from the
previous school year.

Message(s)

The report must be certified. Click on Certify button.

=x

a Done D Intemet



Amending the Year End
Report

s Cost Allocation Percentage Table

s Cost Allocation Sheet

= Revenue and Balance Sheet

= Modify Meal Cost Difference Justification, if applicable
s Recertify the Year End Report

= Print a copy of the Year End Report



Year End Report Due
m Date

Report must be submitted
online via the Michigan
Education Information

System by July 31, 2005



Amended Year End Report
Due Date

Amended report must be submitted

online via the Michigan Education
Information System by

August 31, 2005.
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IOOL MEALS PROGRAM YEAR END REPORT

| Main Page | Logout
COST ALLOCATION PERCENTAGE TABLE

nsor: CALUMET PUBLIC SCHDOLS {31030 ) School Year: 2004 f 2005
0 0 I 0 0 0 0
0 0 0 0 0 0 0
0 0 0 0 0 0 0
0 0 0 0 0 0 0
0 0 0 0 0 0 0
0 0 0 0 0 0 0
0 0 0 0 0 0 0

[ Submit ” Cancel ]
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IOOL MEALS PROGRAM YEAR END REPORT

Main Page | Logout

COST ALLOCATION SHEET
nsor: CALUMET PUBLIC SCHOOLS {31030 ) School Year: 2004 f 2005

Indirect Cost Rate: 0

TULTHE

77a61 35117

I e

* # %  Click Save button after entering or amending report data * * * Continue




HOOL MEALS PROGRAM YEAR END REPORT
| Main Page | Logout
REVEMUE AND BALANMCE SHEET

ponsor:CALUMET PUBLIC SCHOOLS {31030} School Year: 2004F 2005

[(Report Whole Dollars Only)

194808
194808

0
194808

# %k *  Click Save button after entering or amending report data * * *+ *
Save




School Year:

CALUMET PUBLIC SCHOOLS {31030 ) Final Due Date: July 31, 2005

Forms :

Meal Cost Difference Justification:

Message(s):

he per meal cost for lunch andfor breakfast has significantly changed when compared to your school's
Year End Report from 5Y Z003-04. Please recheck the costs you have allocated to each program to
ensure that the report you have submitted is correct. If you have rechecked your costs and the report
being submitted is correct, please enter detailed information explaining why your costs have
significantly changed.




IOOL MEALS PROGRAM YEAR END REPORT

| Reportz | Add User | User Management | Logout

MAIN PAGE

I R LT 1y uly 1. 2004 - Jun

CALUMET PUBLIC SCHOOLS {31030 ) Final Due Date: July 31, 2005

Forms :

Meal Cost Difference Justification:

Per meal cost (=) h: : ed from per meal o

reported on t 3-04. Enter detai
information
from the prew

Message(s):

The report must be certified. Click on Certify button.
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Reportz | Add User | User Management | Logout

MAIN PAGE

Fruit™egetable w

:

Cost Allocation Percentage Table
Cost Allocation Sheet
Revenue And Balance Sheet




